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RIF Clearance for Less Than 50 Separations


The activity must first offer VERA/VSIP to its affected workforce identifying the opening and closing dates, the number of anticipated VERA/VSIP and any approved nonpersonal and objective factors being considered.  Following the open window period, the activity will reassess the need for RIF.  If less than 50 employees are to be involuntarily separated, the RIF is approved at the Army Command/Army Service Component Command/Direct Reporting Units level, or by the Army Command/Army Service Component Command/Direct Reporting Units’ designee.  PPDD needs to be informed about all RIFs, regardless of size in order to track RIFs and provide information to the Office of the Chief, Legislative Liaison.  RIF notifications should be submitted through the Army Command/Army Service Component Command/Direct Reporting Units to PPDD 60 days in advance of the issuance of RIF notices.  The notification should include:

· A memorandum identifying:

· Purpose of the RIF

· Steps taken to minimize the adverse affect of the RIF

· Number of employees affected

· Date RIF notices will be issued

· Date proposed RIF will take place

· A completed Realignment Fact Sheet

Additional information may be required depending upon Congressional interest. 

50 or More RIF Separations  


RIFs involving 50 or more involuntary separations requires a more formal clearance process.  Again, VERA/VSIP must be offered to the affected employees.  After the window closes the activity must reassess whether or not a RIF is still required.  If the reassessment indicates a RIF is needed, and 50 or more employees will be involuntarily separated, the activity submits a package through their Army Command/Army Service Component Command/Direct Reporting Units to PPDD with the following documents:


-    Request for RIF approval, signed by the activity Commander

· Realignment Fact Sheet and Narrative Realignment Fact Sheet 

· Information for Members of Congress (IMC)

· Draft Press Release and Questions and Answers

· EEO Comparison 

· Environmental Impact Statement (not required for an A-76 study)
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Once the package is received in PPDD, the clearance/approval/notification process normally takes about 90 days to complete.  First the package is forwarded to the Assistant Secretary of the Army (Manpower and Reserve Affairs) for approval, as the approving official for all RIFs involving 50 or more involuntary separations.  Once the RIF is approved, the Secretary of the Army reviews and approves the IMC.  Next, the Deputy Secretary of Defense, Legislative Affairs receives and approves the package and informs Congress.  RIF letters may only be issued after Congress has been notified. 


RIF packages must clearly state if the RIF is based on an A-76 decision.  
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REALIGNMENT FACT SHEET 

General Information:
1.  Reporting Installation:

2.  Activity/Organization Undergoing Reduction (comprises a single competitive area):

3.  Activity/Organization’s Army Command/Army Service Component Command/Direct Reporting Units:

4.  Activity’s installation name (if different than #1 above):

5.  Activity geographical locations:

6.  Activity ROC/UICs:

7.  Number of Employees Assigned to the UICs:

a. Not in the competitive area:

b. In the competitive area:

8.  Reduction Status Code:

a. Enter “C” when reduction is in the contingency or planning stages and it’s unknown if a RIF will be needed;

b. Enter “N” when it is known that a RIF will not be needed to reduce to target level

c. Enter “R” when it is expected that a RIF/VERA is needed to effect the reductions.

9.  Reduction Reason Code:

a. Enter “BRAC” when reduction is result of Base Realignment and Closure

b. Enter “A76” when result of the implementation of commercial activity or privatization decision

c. Enter “TOF” when reduction is the result from a Transfer of Function

d. Enter “Other” when not covered above.

10.  Effective Date of Reported Data:

11.  Target Data and Losses/Accessions are Projected Through (check appropriate box):

a. The End FY:

b. The RIF Effective Date (provide explanation):

12.   Anticipated Congressional interest, including the names and Districts of the members who shall be notified.
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REALIGNMENT FACT SHEET
Army Command/Army Service Component                        RIF Notification______
Command/Direct Reporting Units/HQ:





          

Activity/Installation:

                                             RIF Request_______
Position Impact

	1.  Number of Positions:
	Permanent
	Term
	Temporary
	Total

	a.  Authorized Prior to Action
	
	
	
	

	b.  Minus – Abolished By Action
	
	
	
	     

	c.  Minus – Transferred from Activity
	
	
	
	

	d.  Plus – Transferred into Activity
	
	
	
	

	e.  Equals – Authorized After Action 
	     
	
	
	     

	
	
	
	
	

	Other Position Information:
	
	
	
	

	f.  Vacant Prior to Action
	
	
	
	

	g.  Projected Vacancies 
	
	
	
	


Personnel Impact

	2.  Number of Employees
	
	
	
	

	a.  On-Board Prior to Action
	
	
	
	     

	b.  Target Strength 
	
	
	
	     

	
	
	
	
	

	Projected Attrition:
	
	
	
	

	c.  Number of Approved VERA/VSIP
	
	
	
	

	d.  TOF Transfers outside CA
	
	
	
	

	e.  Plus - Other Voluntary Losses
	
	
	
	

	f.  Equals – Normal Attrition
	
	
	
	

	
	
	
	
	

	Projected Involuntary Losses:
	
	
	
	

	g.  Separation-RIF 
	
	
	
	

	h.  Plus - Other Involuntary Losses
	
	
	
	

	i.  Equals – Total Involuntary Losses 
	
	
	
	

	
	
	
	
	

	j.  Projected Accessions:
	
	
	
	

	k.  Projected End Strength:  2a minus 2f minus 2i plus 2j
	
	
	
	

	
	
	
	
	

	3.  Other Projected Information
	
	
	
	

	a.  Changes to Lower Grade 
	
	
	
	

	b.  Reassignments
	
	
	
	

	
	
	
	
	


4. Projected RIF Letter Issue Date:_______             5.  Projected RIF Effective Date:_____
6. Projected TOF Letter Issue Date:______              7.  Projected TOF Effective Date:____
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NARRATIVE REALIGNMENT FACT SHEET

(Over 50 Involuntary Separations)

1. Background and Mission:

a. Organization:

b. Geographic Location:

c.  Mission:

2.  Nature of the Action:

3.  Date Letters will be Issued:

4.  Reduction In Force (RIF) or Transfer of Function (TOF) Effective Date:

5. Reason for the Action:

6. Impact of the Action:  There were ____ civilian employees assigned to _______________ as of ___________.  This action will result in the elimination of _______ positions.  Through the use of incentives to encourage voluntary separations and through other known attrition, ___________ has reduced the number of employees subject to involuntary separation.  With the continued use of Voluntary Separation Incentive Pay (VSIP), and the use of Voluntary Early Retirement Authority (VERA), outplacement efforts, and other projected attrition, the number of involuntary separations is expected to be reduced further.  If all expected voluntary losses occur, the involuntary separations may be reduced to _______.

7. Position Impact:

a. Positions prior to this action:

Permanent _______; Term: _______; Temporary _______; Total _______

b. Vacant positions prior to this action:

Permanent _______; Term: _______; Temporary _______; Total _______

c. Positions to be eliminated as a result of this action:

Permanent _______; Term: _______; Temporary _______; Total ________

d. Positions to be transferred from this activity during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______
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e. Positions to be transferred to this activity during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

      f.   Positions remaining at this activity after completion:

Permanent _______; Term: _______; Temporary _______; Total _______

g. Positions to be changed to lower grade (CLG):

Permanent _______; Term: _______; Temporary _______; Total _______

8. Personnel Impact:

a. The total number of personnel on board prior to this action (Source: CPOL SF –113A report ME _________)

Permanent _______; Term: _______; Temporary _______; Total _______

Current on-board strength (Source: CPOL SF-112A report ME _________)

Permanent _______; Term: _______; Temporary _______; Total _______

NOTE:  Use end-month strength figures from month prior to this report.  Identify month, day, and year and source from which figures were drawn.

b. The total target end-strength:

Permanent _______; Term: _______; Temporary _______; Total ______

c. The total number of reductions:

Permanent: _______; Term: _______; Temporary _______; Total _______

d. Actual optional retirements during the period of this action:

Permanent _______

Estimated additional optional retirements during the period of this action:

Permanent _______

e. Actual early retirements approved during the period of this action:

Permanent _______

Estimated additional early retirements to be approved during the period of this action:

Permanent _______
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f. Actual other retirements approved during the period of this action:

Permanent _______

Estimated other retirements during the period of this action:

Permanent _______

g. Actual resignations during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

Estimated additional resignations during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

h.  Actual number of personnel placed with other Army or Federal activities during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

Estimated additional number of personnel to be placed with other Army or Federal activities during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

i. Actual other attrition during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

Estimated additional other attrition during the period of this action:

Permanent _______; Term: _______; Temporary _______; Total _______

j. Actual number of temporaries terminated or released as a result of this action:  _______

Estimated number of additional temporaries to be terminated or released as a result of this action: _______

NOTE:  The temporary work force must also be used as a reduction tool.  Used wisely, the temporary work force can lessen the impact, thus project release as an alternative to RIF/TOF.  Explain how the temporary work force, including any intermittent employees, will be used to minimize/prevent the RIF or TOF.  Also, see CFR 351.602, Prohibitions.
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k. Actual number of employee transferred to other activities during the period of this action by TOF: _______

Estimated additional number of employees to be transferred to other activities during the period of this action by TOF: _______

      l.  Actual number of employees transferred to this activity during the period of this action: _______

            Estimated additional number of employees to be transferred to this activity during the period of this action: _______

m.  Estimated number of employees to be separated by RIF:

 Permanent _______; Term: _______; Total _______

n. Estimated number of employees to be separated under adverse procedures as a result of TOF: _______

o. Estimated number of employees to be changed to lower grade: _______

p. Total number of employees who have already left voluntarily (i.e., attrition) before the planned effective date of the RIF, TOF or CLG

           Permanent _______; Term: _______; Temporary _______; Total ________


Estimated additional number of employee who will leave voluntarily (i.e., attrition) before the planned effective date of the RIF, TOF or CLG:

           Permanent _______; Term: _______; Temporary _______; Total ________

q. Estimated number of employees on board after completion of this action:

Permanent _______; Term: _______; Temporary _______; Total ________

r. Estimate the number of vacant positions remaining after completion of this action:

           Permanent _______; Term: _______; Temporary _______; Total _______

9. Estimated annual cost reductions: ____________

10.  Environmental Impact:

